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SECTION 1 - MANUAL INTRODUCTION
PURPOSE

The Purpose of this Purchasing Manual is to serve as a source of instruction to all
County Departments and Employees regarding the Purchasing Policies and Procedures
of St. Lucie County, Florida. The adoption of this Purchasing Manual and the approval of
any subsequent revisions by the Board of County Commissioners shall authorize the
Policies and Procedures contained herein for official use in County Business.

SCOPE

The Scope of this manual includes all Departments and Dependent Taxing Districts
under the jurisdiction of the Board of County Commissioners, as well as all purchasing
transactions that are paid for directly from County Funds under the control of the Board
of County Commissioners.

a. This manual PREEMPTS all previously existing purchasing manuals, policies, and
procedures.

b. The Scope of this manual shall not include payroll transactions relative to the
Board of County Commissioners.

DISTRIBUTION

This manual will be distributed to all County Departments and to all County Employees
involved in the purchasing process. The Purchasing Department shall be responsible for
distributing copies of this manual to all appropriate parties.

IMPLEMENTATION

The County Administrator shall be responsible, through the Purchasing Department,
headed by the Purchasing Director for implementing and enforcing the policies and
procedures set forth in this manual.

a. Each Department Director shall be responsible for implementing and enforcing these
policies and procedures within their respective jurisdictions.

b. The Purchasing Director, as head of the Purchasing Department, shall exercise
functional authority over the County Purchasing Process for the purpose of
implementing and enforcing these policies and procedures on a countywide basis, as
well as in the Purchasing Department for its role in the process.

c. The Finance Department, headed by the Finance Director, and under the authority of
the Clerk to the Board, an Independent Elected Officer, shall exercise dual authority
over the County Purchasing Process for the purpose of implementing and enforcing
these policies and procedures on a countywide basis, as well as in the Finance
Department for its role in the process.

d. A violation of any of the policies and procedures in this manual may be grounds for
disciplinary action. In addition, a violation may result in the County’s refusal to pay
for any improperly ordered good or service.

e. The Board of County Commissioners shall have the authority, in specific cases
determined to be exceptional, to waive or override the policies and procedures in this
manual and to direct a different handling of each such case.



REVISIONS

This manual is to serve as a permanent and up-to-date guide to County Purchasing
Policies and Procedures. As necessary changes are made in policies and procedures,
appropriate revisions will be made. The Purchasing Department shall be responsible for
accurately maintaining this manual and for distributing revisions to all appropriate
parties.

RECOMMENDATIONS

Responsible County Employees are encouraged to make recommendations on sections
of the manual that, due to changing conditions, may need revision. Also, they are
encouraged to make recommendations on new subjects not currently included in the
manual.

a. Any such recommendation should be submitted through appropriate Organizational
Channels to the County Administrator for review and consideration.

b. The County Administrator shall be responsible for presenting any proposed revision
to this manual to the Board of County Commissioners for their consideration.



SECTION 2 - GENERAL PURCHASING OVERVIEW

VALUE OF CENTRALIZED PURCHASING

The strength of the Central Purchasing System is its ability to serve the Departments
without requiring them to maintain their own internal purchasing process. The Value of
Centralized Purchasing has long been recognized in both government and private
business.

a. Centralized Purchasing promotes economy and efficiency by facilitating accounting
and finance control and by enabling quantity purchasing and the standardization of
frequently used items.

b. Also, Centralized Purchasing facilitates public advertising and competitive bidding by
channeling the purchasing process through a specialized Purchasing Department.

ROLE OF THE PURCHASING DEPARTMENT

The role of the Purchasing Department in the purchasing process is to serve the
Departments.

a. The Purchasing Department is responsible for verifying that the departments have
adhered to County Purchasing Policies in locating and ordering goods and services,
and more patrticularly, as follows:

1. Conform to the specifications provided by the Department;

2. Are the lowest reasonable cost;

3. Are available within the time requested by the Department, or as soon as
possible; and,

4. Conform to the procedures of a professional and ethical purchasing process.

b. The Purchasing Department is also responsible for insuring proper authorization and
recording of all purchase transactions by its personnel.

ROLE OF OPERATING AGENCIES

The role of Departments in the purchasing process is to utilize the services of the
Purchasing Department.

a. Departments are responsible for:

1. Identifying, as soon as possible and sufficiently in advance, their needs for goods
and services in their County Operations and Activities.

2. Notifying the Purchasing Department of all purchasing needs, utilizing the proper
forms and procedures as described in this manual.

3. Providing clear and precise specifications for each item or service being ordered.

4. Determining that sufficient funds are available in their authorized budgets to pay
for each item or service that they order.

5. Inspecting all items or services as delivered, and notifying the Finance
Department of the receipt in order to authorize payment to the Vendor.
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b.

Departments shall adhere to proper procedures for all purchase transactions initiated
by their personnel.

ROLE OF THE FINANCE DEPARTMENT

The role of the Finance Department, as an agent of the Clerk to the Board, is to serve as
the Accountant and Treasurer to the Board of County Commissioners. In the purchasing
process, the Finance Department is responsible for:

a.

d.

Pre-auditing all payment requisitions, prior to disbursement, to determine accuracy,
legality, and propriety, and to determine that appropriate policies and procedures
have been followed.

Rejecting any payment requisition for a purchase transaction in which the policies
and procedures outlined in this manual has not been followed.

Disbursing funds for purchase transactions that are legal and proper, and in
compliance with all appropriate policies and procedures.

Recording all disbursements in the County's Accounting Records.

GENERAL PURCHASING POLICIES

The adoption of this Purchasing Manual formalizes the General Purchasing Policies of
the Board of County Commissioners, as follows:

a.

All purchases shall be made by the Purchasing Department, except as otherwise
provided hereinafter.

A County employee acting in a private capacity shall not rent, lease, or sell any
realty, goods, or services to the County. A County employee, for the purposes of this
section only, shall not include any member of the St. Lucie County Board of County
Commissioners. With regard to the receipt of any benefit or profit from any contract
or purchase made by the County, the actions of the County Commissioners as well
as the Purchasing Director or any other County employee having the authority to
commit the expenditure of County funds through the issuance of a purchase order
shall be governed by Chapter 112, Florida Statutes.

No County employee shall solicit or accept anything of value to the employee
including a gift, loan, reward, promise of future employment, favor, or service based
on any understanding that the judgment of the employee would be influenced
thereby.

The Purchasing Department strives to maintain a strong and enduring relationship
with vendors of proven ability. To accomplish this, purchasing activities will be
conducted so that vendors will value County business and make an effort to meet
our requirements on the basis of quality, service, and price.

The County will buy only from suppliers who have adequate financial strength, high
ethical standards, and a record of adhering to specifications, maintaining shipping
promises, and giving a full measure of service. New sources of supply shall be given
due consideration as multiple sources of supply are necessary to ensure availability
of materials.

All Bidders must be afforded equal opportunities to furnish price quotations and are
to compete on equal terms.


http://www.leg.state.fl.us/Statutes/index.cfm?App_mode=Display_Statute&URL=Ch0112/titl0112.htm&StatuteYear=2005&Title=%2D%3E2005%2D%3EChapter%20112

g. The Purchasing Director shall act as the County Representative on all matters
pertaining to Purchasing.

h. The Purchasing Director shall not knowingly issue a Purchase Order when there is
evidence of a conflict of interest. In instances when a conflict may exist, but its
existence is not clearly established, the Purchasing Director shall refer the matter to
the County Attorney whose opinion shall be final in the absence of any specific
action by the Board of County Commissioners.

All contracts between the County and any vendor or consultant shall contain the
following clause:

CONFLICT OF INTEREST

The CONTRACTOR represents that it presently has no interest and shall acquire no
interest, either direct or indirect, which would conflict in any manner with the
performance of services required hereunder, as provided for in Florida Statutes 112.311.
The CONTRACTOR further represents that no person having any interest shall be
employed for said performance.

The CONTRACTOR shall promptly notify the COUNTY, in writing, by certified mail of all
potential conflicts of interest prohibited by existing state law for any prospective business
association, interest or other circumstance which may influence or appear to influence
the CONTRACTOR'S judgment or quality of services being provided hereunder. Such
written notification shall identify the prospective business association, interest or
circumstance, the nature of work that the CONTRACTOR may undertake and request an
opinion of the COUNTY as to whether the association, interest or circumstance would, in
the opinion of the COUNTY, constitute a Conflict of Interest if entered into by the
CONTRACTOR. The COUNTY agrees to notify the CONTRACTOR of its opinion by
certified mail within 30 days of receipt of notification by the CONTRACTOR. If, in the
opinion of the COUNTY, the prospective business association, interest or circumstance
would not constitute a Conflict of Interest by the CONTRACTOR, the COUNTY shall so
state in the notification and the CONTRACTOR shall, at his/her option, enter into said
association, interest or circumstance and it shall be deemed not in Conflict of Interest
with respect to services provided to the COUNTY by the CONTRACTOR under the
terms of this Agreement.

i. The County has established a policy that any Professional Consultant that contracts
with the COUNTY as an advisor as to the feasibility of any County capital project,
shall not be eligible to participate in any future design work on that project that might
become necessary as a result of the Consultant's advice. This policy shall be
included in any request for proposals requesting advice as to the feasibility of any
County Project. The Board of County Commissioners may determine to waive this
policy by majority vote if the Board determines that there is a compelling reason to
waive the policy.

j-  Products or Materials with Recycled Content

Any Vendor contracting with the County is required to procure products or materials
with recycled content with respect to work performed or products supplied under the
contract when those products or materials are available at reasonable prices. A
decision not to procure such items must be based on a determination that such
procurement:

1. Is not available within a reasonable period of time, or

2. Fails to meet the performance standards set forth in the applicable specifications
or fails to meet the reasonable performance standards of the agency;
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The vendor shall provide the County with a written statement indicating what
recycled products were used or supplied. If a decision was made not to use
recycled products, the vendor shall provide the County with a written statement
indicating the basis for the decision using the above-specified criterion.

SPECIFIC PURCHASING POLICIES AND PROCEDURES

Specific purchasing policies and procedures will vary depending on the type and cost of
the item or service being purchased. This manual is organized into a number of sections
describing policies and procedures applicable to different purchasing transactions and
controls.

a. Primary Purchasing Transactions

Primary Purchasing Transactions are divided into a number of mutually exclusive
categories. These categories are as follows:

Petty Cash Purchases - Section 3

Outside Purchases - Section 5

Construction Contracts - Section 9
Professional Services Contracts - Section 10
Emergency Purchases - Section 11

Travel and Educational Expenses - Section 15
Miscellaneous Obligations - Section 16

Nogas~wbhr

b. Purchasing Controls

Various Purchasing Controls are utilized by the Purchasing and Finance
Departments and other Central Management Agencies to oversee various
purchasing transactions. These controls are as follows:

Requisition Procedure - Section 6

Vendor Selection - Section 7

Vendor Certification Procedure - Section 7.9
Professional Services Negotiations - Section 9.6 and 9.7
Contract Procedure - Section 11

Purchase Orders - Section 12

Receiving - Section 13

Payment Procedures - Section 14

ONOGOAWNE

CONFLICT OF INTEREST - FEDERALLY-FUNDED GRANT PROJECTS

In addition to the provisions of Section 2.5(b) of this Purchasing Manual, the following
standards of conduct apply to all federally supported grant projects:

No elected official, employee, or agent of the County shall participate in selection or in
the award or administration of a contract supported by Federal funds if a conflict of
interest, real or apparent would be involved. Such a conflict would arise when:

a. The elected official, employee, or agent

b. Any member of his or her immediate family,
c. His or her partner, or
d. An organization which employs, or is about to employ, any of the above, has a

financial or other interest in the firm selected or considered for award. The County’s
elected official, employees, or agents shall neither solicit nor accept gratuities,
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favors, or anything of monetary value from contractors, potential contractors, or
parties to sub-agreements.

Violations of these standards of conduct may result in disciplinary action as set forth in
Chapter 112.317, Florida Statutes (1997) provided that such disciplinary action does not
conflict with the jurisdiction of the State of Florida Commission on Ethics.

VENDOR REFERENCE REQUESTS

From time to time, the County receives requests for references regarding vendors,
contractors, and professional services providers with whom the County does business.
All such requests are to be handled by the Purchasing Department. In the event an
employee receives a verbal request for a reference, the employee should refer the
person making the request to the Purchasing Director for response. If the request is in
writing, the employee should forward the written request to the Purchasing Director for
response.

12


http://www.leg.state.fl.us/Statutes/index.cfm?App_mode=Display_Statute&Search_String=&URL=Ch0112/SEC317.HTM&Title=->2005->Ch0112->Section%20317#0112.317
http://www.ethics.state.fl.us/

SECTION 3 - PETTY CASH PURCHASES

PETTY CASH POLICY

The cost of purchasing supplies and services of small monetary value through the usual
purchasing procedure is usually excessive in relation to the value of supplies and
services received. For this reason, the County has adopted a Petty Cash Purchase
Procedure.

PETTY CASH PURCHASE AUTHORIZATION

Petty Cash Purchases are authorized for minor purchases as follows:

a. Freight and Postal Charges with no dollar limit.

b. Minor items with a limit of $25.00 per transaction when needed by a Field Crew or
County Facility in a remote location. A remote location shall be a distance of five (5)
or more miles from the County Administration Building.

c. Fees for summons, subpoenas, and witnesses with no dollar limit.

d. Fees for recording instruments and documentary stamps paid to the Clerk of the
Courts with no dollar limit.

e. Fees for tags and titles payable to the State of Florida or to the Tax Collector.

PETTY CASH FUNDS

The establishment of a Petty Cash Fund and the amount of such a fund for any Division
must be authorized by the Board of County Commissioners and the Clerk of the Circuit
Court.

a. Any request for the establishment of such a Fund, or for an increase or decrease of
the amount, by a Division should be submitted to the Director of Management &
Budget.

b. The Director of Management & Budget shall submit all requests to the Board of
County Commissioners for their consideration.

c. If approved by the Board of County Commissioners and the Clerk of the Circuit
Court, the Finance Department will make the disbursement to establish or increase
the fund.

d. In event of the disestablishment of a Division or its Petty Cash Fund, or the reduction
of the amount authorized for such a fund, the Finance Department shall be
responsible for recovering the appropriate amount from the Petty Cash Fund.

PETTY CASH CUSTODIAN

In each Division authorized to maintain a Petty Cash Fund, the Division Director shall
designate a single employee as Petty Cash Custodian, and another employee as Relief
Custodian.

a. Such designations must be made in writing and filed with the Finance Department.

13



b. The Division Director, the Petty Cash Custodian, and the Relief Custodian must have
their signatures on file with the Finance Department, and must certify in writing to the
Finance Department their knowledge and understanding of the policies and
procedures governing Petty Cash.

c. Petty Cash Custodians will be accountable to the Finance Department for the fixed
amount of the Petty Cash Funds under their custodianship.

d. Petty Cash Custodians will keep all Petty Cash Funds in a metal box equipped with a
lock. At all times, other than regular working hours this locked box will be stored in a
safe or in a locked desk.

e. No Employee other than the Custodian and Relief Custodian will have access to the
Petty Cash Fund.

f. In the event of a change in the Petty Cash Custodian in a Division, the Former
Custodian must submit the amount of the fund and any un-reimbursed vouchers to
the Finance Department to close out the custodianship. Only after close out by the
Former Custodian will the New Custodian receive custody of the Petty Cash Fund
from the Finance Department.

g. Petty Cash Custodians will be liable personally for any loss or misapplication of the
Petty Cash Funds under their custodianship, except in the case of theft.

PETTY CASH DIVISION PROCEDURE

Each Division Director authorized to maintain a Petty Cash Fund shall be responsible for
enforcing the general authorization for Petty Cash Purchases within their Department.

a. Each Division Director shall establish Departmental Internal Control Procedures for
making and approving Petty Cash Procedures.

b. Any employee so authorized by the division procedure may make a Petty Cash
Purchase directly from a vendor in accordance with the general authorization of
Section 3.2.

c. A Division Director shall have authority to disallow any purchase not made in
accordance with Division and County Policy and Procedure.

d. PETTY CASH VOUCHER FORM must be prepared to record each Petty Cash
Purchase. The Voucher shall be pre numbered and must:

1. Be typed or prepared legibly in ink,
2. Bear the signature of the person receiving the money,
3. Be supported by a Vendor's Original Invoice or Receipt.

e. All Petty Cash Purchases must be approved in writing by the Division Manager and
the Petty Cash Custodian, who shall affix their signatures upon the PETTY CASH
VOUCHER FORM.

f. The original copy of the PETTY CASH VOUCHER shall be submitted for

reimbursement, and a duplicate copy shall be maintained on file with the Petty Cash
Custodian.
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PETTY CASH REIMBURSEMENTS

To obtain a Reimbursement for Petty Cash Vouchers, the Petty Cash Custodian will
prepare a PETTY CASH REPORT FORM and submit it to the Finance Department.

a. A PETTY CASH REPORT may be prepared any time during the month when it is
determined that a reimbursement is necessary. The report will be prepared as
follows:

Assign to the report a Transmittal Number that will be consecutively nhumbered for
each fiscal year for the Department in the following format: "FY91-001,"
"FY91-002," etc.

1. Count all cash in the fund and record the amount counted on the PETTY CASH
REPORT - "Actual Cash on Hand."

2. Group all PETTY CASH VOUCHERS to be reimbursed by Voucher Number.

3. List and enter all Vouchers by Voucher Number, the account number to be
charged, and the dollar amount in the space provided under "Vouchers Attached
for Reimbursement." There must be a Vendor's Invoice or Receipt and a PETTY
CASH VOUCHER FORM for each transaction listed.

4. Total of petty cash on hand and petty cash vouchers must equal petty cash fund
amount.

5. The report must be signed by the Custodian and approved by the Division
Director for reimbursement.

b. After approval by the Division Director, the original of the PETTY CASH REPORT
FORM along with all supporting vouchers will be forwarded to the Finance
Department. The duplicate copy of the report shall be maintained on file with the
Petty Cash Custodian.

c. After receiving the PETTY CASH REPORT with supporting vouchers, and after
appropriate pre-audit review, the Finance Department will prepare the
reimbursement payment for the department’s petty cash fund.

1. Payment will be charged against the appropriate departmental budgetary
expenditure accounts.

2. All payments reimbursing petty cash funds will be drawn payable to the
respective petty cash custodian by their personal name and words "Petty Cash."

3. The Finance Department will cancel each and every voucher and other
supporting documents attached to the report with a paid stamp immediately after
the reimbursement warrants are prepared. The paid stamp will be placed only
once on the front of each document and the date must coincide with the date on
the payment.

4. Any irregularity found during the pre-audit shall be reported immediately to the
respective Division Director.

PETTY CASH YEAR-END REIMBURSEMENT

At the end of the fiscal year, all Petty Cash Vouchers must be submitted for
reimbursement and cash balance taken to Finance for verification of fund amount on the
last workday of the year.
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This year-end reimbursement and audit will insure that Petty Cash Purchases are

recorded in the proper fiscal year and that proper control is maintained over all Petty
Cash Funds.

DISALLOWANCE OF PETTY CASH PURCHASES

Any Petty Cash Purchase not made in accordance with Division and County petty cash
policies and procedures will not be paid or reimbursed by the County. Both the Division
Director and the Finance Department shall have the authority to disallow any purchase
not made in accordance with such policies and procedures.
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SECTION 4 - PURCHASING CARDS

The St. Lucie County Purchasing Card Program is designed to improve efficiency in processing
low dollar purchases from any vendor that accepts the Visa credit card. Most of our suppliers
accept the Visa Purchasing Card.

This program allows the cardholder to purchase approved commodities and services directly
from our vendors. Each Purchasing Card is issued to a named individual and St. Lucie County
is clearly shown on the card as the Governmental buyer of goods and services.

Purchasing and Accounting will monitor the performance of the program. All questions or
concerns should be directed to:

Procurement Policy related: Purchasing Director Ext. 1700
Procurement Operations related: Procurement Coordinator Ext. 1700
Payment related: Accounts Payable Supervisor Ext. 1493
4.1 PURPOSE - POLICIES AND PROCEDURES

a. Provide an efficient method of purchasing and paying for goods and services not
exceeding $2,499 per purchase.

b. Reduce the use of small and multiple purchase orders.

c. Ensure that Purchasing Card purchases are in accordance with the County’s
ordinances, policies, and procedures.

d. Reduce the time spent processing low dollar transactions.

e. Ensure that the County bears no legal liability from inappropriate use of Purchasing
Cards.

f.  Provide for disciplinary action if the Purchasing Cards are misused.

Herein are the minimum standards for County Departments. County Departments may
establish additional controls with approval of the Purchasing Director.

HOW IT WORKS

The Purchasing Card system simplifies the procurement/disbursement process.
Procurement responsibility is delegated to the ordering department enabling an
authorized cardholder to place an order directly with the vendor.

When a purchase authorization is requested by the supplier at the point-of-sale, the Visa
Purchasing Card system checks the transaction against preset limits established by the
employee’s department. Transactions are approved or declined (electronically) based
on the Purchasing Card authorization criteria established. The authorization criteria may
be adjusted periodically as needed and may include, but is not limited to, the following:

Single purchase limit as set by Department Director (not to exceed $2,499)
Monthly spending limit

Approved Merchant Category Codes

Number of transactions allowed per day

Number of transactions allowed per month

®PanoTP

The authorization process occurs through the electronic system that supports the
Purchasing Card processing services under St. Lucie County’s agreement with Bank of
America.

17



WHO DOES WHAT?

The following are the responsibilities of the individuals and organizations involved in the
Purchasing Card system:

Cardholder:

Hold and keep secure Purchasing Card and card number

Order materials and services

Receive and inspect all ordered materials and services, report discrepancies
to merchant, card representative, and to Purchasing

Save all sales receipts, turn into Department Card Representative as soon as
possible

Identify disputed charges

Review monthly charges with Purchasing Card Representative

Sign monthly statements certifying charges prior to submission to Finance

Department Purchasing Card Representative:
(Individual(s) designated by Department Director)

Review monthly statement with cardholder

Match receipts with monthly card statement, encode proper account

Review monthly statements for validity of all transactions

Verify that funds are available in the proper account to pay for the purchases
Sign the monthly statement authorizing charges

Verify the appropriateness of cost center codes (i.e., fund / agency / org.
assigned to charges)

Handle disputed items identified by cardholder

Forward statement(s) with completed transmittal form to the Purchasing
Department

Perform regular inspection of card possession by cardholders

Department Director or Designee(s):

Request Purchasing Card(s) for designated employee(s)

Set Card spending limits within established guidelines

Collect cards from cardholders who end employment

Evaluate the need to cancel or reissue cards when employees transfer
Notify the Card Administrator of terminated cards

Appoint a Department Purchasing Card Representative

Sign the transmittal form authorizing charges

Purchasing Card Administrator or Designee(s):
(Appointed by Purchasing Director)

Coordinate issuance and cancellations of cards
Coordinate program policy issues

Participate in ongoing program reviews
Participate in resolving billing disputes

Maintain Policy and Cardholder guides/manuals
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Finance Department:

Receive approved monthly statements from cardholders

Receive consolidated statement from Purchasing Card issuer

Confirm that all charges are authorized by Department Representatives
Notify department when approved monthly statements are not received
Pay monthly charges from consolidated statement

Process accounting data into Banner

File and store statements

Administer 1099 reporting

Conduct periodic operational and compliance audits

Purchasing Department:

Approve/disapprove requests for Purchasing Card

Final resolution of supplier disputes

Pursue supplier discount opportunities

Evaluate Purchasing Card feedback from suppliers
Coordinate minority business reporting

Establish and monitor benchmarking objective

Coordinate and maintains internal controls

Target new cardholders and expand use of Card

Perform physical audits of card possession by cardholders

4.4  ASSIGNMENT AND CONTROL OF THE PURCHASING CARD

a. REQUESTS FOR AND ISSUANCE OF PURCHASING CARD

1.

Requests for new Cardholders or for changes to current Cardholders shall be
made by submitting a completed Request/Certification/Receipt form to the
Purchasing Card Administrator.

All requests for Purchasing Cards must be signed by the Department Director.

Purchasing Cards may be issued to individual employees who frequently
purchase goods and services.

The Purchasing Card will have the employee’s name, the County name, and the
expiration date embossed on the face of the card. The County’s Florida sales tax
exemption number is preprinted on the Purchasing Card. The Purchasing Card
issuing company will not have individual Cardholder information other than the
Cardholder’s work address. No credit records, social security numbers, etc., of
the Cardholder are maintained by the issuing company.

When the Purchasing Card Administrator receives a Purchasing Card from the
issuing card company, the Cardholder will be required to personally attend and
complete Purchasing Card training, take receipt of the card and sign a
certification/receipt form. The Cardholder will be given a copy of the Purchasing
Card Policies and Procedures guide and an oral review of the program. Each
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Card will be activated by the Purchasing Card Administrator after the Cardholder
has attended the training and received his/her Card.
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b. LOST OR STOLEN PURCHASING CARDS OR CARD NUMBERS

1. If a Purchasing Card is lost, stolen, or misplaced, or if the Cardholder thinks that
the number has been used without his or her authorization, the Cardholder must
immediately notify the Purchasing Card Company and the Purchasing Card
Administrator of the loss. DO NOT ASK BANK OF AMERICA TO REPLACE
YOUR CARD!! Purchasing will do that.

BANK OF AMERICA 1-888-449-2273 (24 hours a day, 365 days a year)

2. The Cardholder shall report all information necessary and complete all forms
required to reduce the liability to the County for a lost or stolen card or card
number, and shall work with any law enforcement agency in prosecuting theft.

c. TERMINATION OR TRANSFER OF CARDHOLDER

1. When an employee ends his/her employment or is transferred to another
department, the Department Director shall collect the Purchasing Card, destroy it
(cut it in half), and submit the pieces of the card to the Purchasing Card
Administrator.

2. If the Department Director is unable to collect the Purchasing Card when an
employee leaves, he/she shall immediately notify the Purchasing Card
Administrator by telephone followed by a memo. The Purchasing Card
Administrator will ensure that the card is canceled.

4.5 CARDHOLDER USE OF PURCHASING CARD

a. CARDHOLDER USE ONLY

The Purchasing Card shall only be used by the employee whose name is embossed
on the card. No other person is authorized to use the card. The cardholder is
responsible and accountable for all transactions that occur on his/her card.

Upon receipt of the Purchasing Card, the cardholder should NOT sign the back of
the card, but, should write in indelible ink one of the following: SEE PHOTO ID, SEE
COUNTY ID, or SEE DRIVERS LICENSE.

b. COUNTY PURCHASES ONLY

The Purchasing Card is to be used for County authorized purchases only. The
Purchasing Card shall not be used for any personal use and any such use will
require immediate reimbursement and will result in disciplinary action, which may
include dismissal.

c. SPENDING LIMITS
1. The Department Director approving the assignment of a Purchasing Card will set
two limits for each cardholder: single purchase limit and 30-day limit. The

maximum limit shall be $2499.00 for a single purchase. Additional limitations
maybe imposed by the requesting Director.
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4.6

Requests for spending limit changes shall be initialed by a memo to the
Purchasing Director by the Department Director.

A purchase may be made of multiple items, but the invoice cannot exceed
$2499.00 or the Cardholder’s limit if less than $2499.00. Charges for purchases
shall not be split to stay within the single purchase limit. Splitting charges will be
considered abuse of the Purchasing Card Program.

When it is in the best interest of the County, the Purchasing Director or
Designee(s) can over ride larger purchases.

When in the best interest of the County, The County Administrator may authorize
the Purchasing Department to make payment by credit card to take advantage of
discounts. The funds will be encumbered until paid by the card.

d. OTHER CONDITIONS

1.

All items purchased over-the-counter must be immediately available. No back
ordering is allowed.

All items purchased during one telephone transaction must be delivered in a
single delivery. If an item is not immediately available, no back ordering is
allowed.

All items purchased by telephone must be delivered by the vendor within the 30-
day billing cycle. The order should not be placed without this assurance.

e. PROHIBITED USES OF PURCHASING CARDS

The following types of items shall not be purchased with a Purchasing Card,
regardless of the dollar amount:

Cash advances

Alcohol or drugs

No Capital Equipment (over $1,000)

Entertainment (except when authorized by the County Administrator via
Entertainment Justification Form)

Professional or Contracted Services

Clothing

Food or Recreation (except for special programs)

Travel expenses such as hotels, automobile rental, and airline tickets (unless
cardholder has a card specifically authorized for travel expenses.)

Any additional goods or services specifically restricted by the department

PROCEDURES FOR MAKING AND PAYING FOR PURCHASES

a. DOCUMENTATION OF OVER-THE-COUNTER PURCHASES

1.

When an over-the-counter purchase is made, the Cardholder must obtain the
customer’s copy of the charge slip.
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2. The charge slip will be retained either by the Cardholder or by the Department
Purchasing Card Representative.

b. TELEPHONE ORDERS

When placing a telephone order, the Cardholder must confirm that the vendor will
charge the Purchasing Card when shipment is made so that receipt of the supplies
may be certified on the monthly Statement of Account. This is also a requirement of
the vendor’s contract with VISA.

c. SALES AND USE TAXES

The County is exempt from paying any State of Florida (and generally all other
States) sales and/or our use tax, even if the purchase is made with the Purchasing
Card. If the vendor charges sales tax, the Cardholder must contact the vendor and
obtain a credit equal to the amount of the sales tax. This applies to out of state
purchases also.

St. Lucie County’s Sales Tax exemption number is printed on the face of the
Purchasing Card. If you have a problem with any merchant about sales or any other
tax, please contact the Purchasing Department.

d. MISSING DOCUMENTATION

If for some reason the Cardholder does not have documentation of the transaction to
send with the statement to his/her Purchasing Card Representative, he/she must
attach a description of the purchase along with a signed certification that the
purchase was made in accordance with the County’s Policies and Procedures and
that the purchase was required for County operations. Failure to promptly provide
such certification may result in disciplinary actions and the employee may be
required to pay the County for the undocumented expense. Continued incidents of
missing documentation will result in the cancellation of the employee’s Purchasing
Card.

e. PAYMENT AND INVOICE PROCEDURES

1. The Purchasing Card company will mail one consolidated statement for all
Cardholders to the Purchasing Department. This Statement of Account will list
all transactions processed during the previous billing cycle (usually 30 days).
(Each individual Cardholder will receive their statement directly from Bank of
America and/or electronically from the Purchasing Department) If no purchases
were made on the Purchasing Card during the billing cycle, no Statement of
Account will be generated unless adjustments for previously billed transactions
have been processed during that cycle.

2. The Cardholder must review the statement and note any errors or disputes.
Account numbers for each item (or account numbers and total dollar amounts for
groups of items) should be written on the transmittal form to be attached to the
statement. The statement will then be reviewed and signed by the cardholder.
By signing the statement, the cardholder is certifying that all charges are
appropriate and authorized County purchases. The statement will then be
reviewed and signed by the Department Purchasing Card Representative and /or
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4.7

Department Head. Once the department representative has reviewed and
signed all statements for which they are responsible for, the statements and the
transmittal with signatures will be forwarded to the Finance Department within
five working days after receipt. Card charge slips/receipts for all items listed on
the statement shall be retained in the department for auditing purposes. Auditing
will be at the discretion of Purchasing, Finance, or the County Auditors.

3. The Finance Department will ensure that the Purchasing Card charges are paid
timely and that the consolidated statement received is reconciled against the
individual cardholder statements forwarded from the department. Department
Directors, Purchasing, and Purchasing Card Administrator will be notified when
individual statements are not received in the allotted time. Continued failure to
meet the five work day deadlines may result in the revocation of Purchasing
Cards at the discretion of the Purchasing Director.

4. If the statement is not received in the Finance Department within the five days,
then Finance will pay the statement and charge any transactions to the card’'s
default account number. A late transaction processing charge may be added to
late submittals.

DISPUTES

a. If items purchased with the Purchasing Card are defective, the Cardholder must
return the item(s) to the vendor for replacement or credit. If the service paid for with
a Purchasing Card is faulty, the vendor must be notified and asked to correct the
situation or provide a credit. If the vendor refuses to replace or correct the faulty item
or service, the purchase will be considered in dispute. If the quantity of items
received is less than the invoice and charge billing, then the transaction must be
disputed.

b. If a vendor charges the Cardholder Sales Tax on the purchase, and the Cardholder
is unable to get a credit for the amount of the tax, then this is a non-disputable item
and must be paid by the cardholder.

c. A disputed item must be explained with a note on the Cardholder's Statement of
Account before the statement is forwarded to the Accounts Payable section for
payment.

d. It is essential that the time frames and documentation requirements established by
the Purchasing Card issuer be followed to protect the cardholder’s rights in dispute.

DISPUTE PROCEDURES

A dispute occurs when a Cardholder questions a transaction that has been charged to
his/her account. The following steps must be taken to ensure prompt settlement:

a. The Cardholder contacts the vendor about the transaction and supplies the
necessary information to begin the resolution process, AND,;

b. The Cardholder completes the Bank of America VISA Dispute Form and faxes to
Bank of America (facsimile1-800-253-5846) explaining the reason(s) for the dispute
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4.9

as well as a copy of the statement, if the item has posted. Bank of America will then
place the transaction into a disputed status.

c. If the problem is resolved between the merchant and the Cardholder, the Cardholder
should write the solution agreed upon on the bottom of the Dispute Form that was
previously faxed to Bank of America and fax it to Bank of America as soon as
possible. If an agreement cannot be reached the following steps will be completed:

d. After the item has been entered as a dispute, Bank of America must determine who
is responsible by researching the transaction including requesting a copy of the sales
draft when necessary. When responsibility for the transaction is determined, the
dispute will be settled on-line.

e. When an account is in a dispute status, the disputed amount is still included in
calculating the available money for authorizations (monthly limit). At the time the
item is placed in dispute, it is removed from all finance charge, late charge, over limit
fee, and past due amount calculations. Finance charges which accrue from posting
until the item is placed in dispute must be handled according to County policy. Any
Cardholder statements generated while the account is in dispute will display the
following message:

YOUR ACCOUNT IS IN DISPUTE FOR $XXX.XX. THIS AMOUNT HAS NOT BEEN
INCLUDED IN THE FINANCE CHARGE OR PAYMENT CALCULATIONS.

f. If the Cardholder is actually responsible for the transaction, the dispute is settled in
favor of Bank of America and no further actions are required. If the Cardholder is not
responsible for the transaction, the dispute is settled for the Cardholder and the
Charge back process may be initiated against the vendor.

g. If there continues to be problems with a particular vendor, the Cardholder shall notify
the Purchasing Director of the problems.

REVIEW OF PURCHASES BY DEPARTMENT

a. Because of their knowledge of the job responsibilities and requirements, Department
Purchasing Card Representatives are required to review each Purchasing Card
expenditure (item purchased, amount, and vendor) to ensure the goods or services
were necessary, and for official use. The Department Purchasing Card
Representative must certify in writing all of the purchases on statements submitted to
the Finance Department by the card representative.

b. When purchases are questioned, the Department Director or the designated
Department Purchasing Card Representative will be responsible for resolving the
issue with the Cardholder. If the Department Director is not satisfied that the
purchase was necessary and for official use, the Cardholder must provide either a
credit voucher proving the item(s) were returned for credit; or a personal check (or
cash) made payable to St. Lucie County for the full amount of the purchase plus
applicable sales tax. Checks must be sent to the Purchasing Director within one
week with a written explanation of why the violation occurred and the action taken to
prevent reoccurrence. The personal check along with a copy of the invoice being
reimbursed will be forwarded to the Finance Department by the Purchasing Director.
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4.10

c. The designated Department Purchasing Card Representative shall not review or
approve charges to his/her own Purchasing Card. The Department Director must
approve all charges made by a designated Purchasing Card representative.

d. To help the department in their reviews, management reports will be available from
Purchasing/Finance.

TRAVEL

4.11

a. The St. Lucie County Travel Regulations apply to all travel related transactions. The
Travel Regulations reporting requirements are in ADDITION to the Purchasing Card
requirements. The Travel Expense Request shall be submitted and approved prior
to travel.

b. The Original receipt(s) shall be submitted with the completed Travel Reimbursement
Form. A copy of the travel charge receipt shall be maintained in the Cardholder’s or
Card Representative’s office for verification against the monthly statement, (a copy of
the receipt must be with the card holders monthly statement if they used their
purchasing card to pay for their travel (i.e.: hotel/motel rooms gas, rental car, or
airline tickets, etc.) and for archive purposes. Also, a copy of their travel receipts
should be kept with their travel forms filed and kept in their department. The
completed Travel Reimbursement Form (with original receipts attached) shall be
submitted to the Finance Department within five (5) days after completing the trip.

c. Payments will be made to Bank of America by Finance on the regular monthly cycle
for all Purchasing Card transactions regardless of when the Travel Expense Request
Form is received in the Finance Department. (i.e., know your monthly limit and how
much is charged against it.)

d. Employees that have Travel Authorized Purchasing Cards are NOT eligible for
advance travel payments.

PURCHASING CARD DISASTER PLAN

The Purchasing Department will have special high limit credit purchasing cards which
will be issued during disaster type emergencies. These cards will be locked in the
Purchasing Department safe and signed out to the departments in a timely manner as
directed by the County Administrator or his designee.

These cards will be non-restricted and carry a value of $250,000. Accordingly, this
particular credit card will expedite purchases during these types of disaster. In addition,
this will enable a controlled means of tracking expenses and reporting capabilities, as
these cards are restricted for disaster use only.
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SECTION 5 - OUTSIDE PURCHASES

COMPETITIVE BIDDING POLICY

Normally, major purchases of materials, supplies, equipment, and contracted services
(excluding professional services) from outside vendors by County Departments will be
acquired through Competitive Quotations or Bidding through the Purchasing Department
or pursuant to State Contract as provided by Chapter 287, Florida Statutes. The only
exceptions permitted to this policy are those authorized in the other sections of this
manual or authorized by the Board of County Commissioners. The acquisition of
Professional Services is expressly exempted from this policy and such services shall be
approved in accordance with Section 9 of this manual.

OBTAINING PRICE ESTIMATES

To obtain price estimates and/or product information, a Department should contact the
Purchasing Department for assistance.

a. For a price estimate, the Department should prepare an APPROPRIATION form and
submit it to the Purchasing Department.

b. In response to such a request, the Purchasing Department will contact various
vendors and obtain price estimates and/or product information.

c. Afterward, the Purchasing Department will return the APPROPRIATION form
indicating potential vendors, estimated prices, and product information.

d. Such estimates should be distinguished from quotes, which will be obtained by the
Purchasing Department when an order is actually placed.

OUTSIDE PURCHASES UNDER $25,000.00

Items or services under $7,500 normally will be acquired through informal quotations as
provided in Section 7.2 of this manual. Items or services over $7,500 and under
$25,000.00 normally will be acquired through formal quotations as provided in Section
7.3 of this manual. However, purchases of $2,500 or less are exempt from this policy.

a. Purchases for the following items are exempt from the purchase order process and
shall be paid via the Check Request Form:

1. Subscriptions & Membership Dues
2. Registration Fees and Lodging Fees to include Airfare once approved via
(@) Travel Request Form.

3. Permits, impact fees, and other such fees approved by the Purchasing Director
and Finance Director.

b. To acquire items or services under $25,000.00 a Department will prepare a

REQUISITION form and submit it to the Purchasing Department. Section 6 of this
manual governs the preparation and submission of the REQUISITION form.
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5.5

C.

After receipt and review of the form, the Purchasing Department shall assist the
Requisitioning Department in selecting a vendor for the requested item or service
through informal quotations as provided in Section 7.2 or formal quotations as
provided in Section 7.3 of this manual. Other purchasing procedures, such as formal
guotations or formal sealed bids, may be used to select a vendor if the Purchasing
Director deems such procedures appropriate for a particular purchase or group of
related purchases.

If there is a sole source for an item under $25,000.00, the requirement for
formal/informal Quotations may be waived by the Purchasing Director. However,
written documentation by the Requesting Department Director shall be required and
filed with the purchase order.

After selecting a vendor for the purchase, the Purchasing Department will complete
the purchase award process.

OUTSIDE PURCHASES OF ITEMS OF $25,000.00 OR MORE

Items of $25,000.00 or more shall be acquired through Formal Sealed Bids approved by
the Board of County Commissioners or under a State Contract, or Federal General
Services Administration Contract pursuant to Chapter 287, Florida Statutes.

a.

a.

To acquire items or contracted services of $25,000.00 or more, a Department
Director shall prepare a memorandum requesting the purchase and submit it to the
Purchasing Department along with any necessary applications. The memorandum
must be signed by the Department Director.

After receipt and review for completeness, the Purchasing Department will prepare a
request for Formal Sealed Bids and follow the procedures set forth in Section 7.4 of
this manual.

After a vendor has been selected by the Board of County Commissioners pursuant to
Section 7.4 of this manual, the Requesting Department will prepare a REQUISITION
form for the purchase and submit it to the Purchasing Department.

After receipt and review of the form, the Purchasing Department will complete the
purchase award process.

Professional services for $25,000.00 or more may require a Request for Proposals
(RFP) as set forth in Section 10.3.

BID WAIVER

Certain purchases of $25,000.00 or more shall be acquired through quotations if there is a
Waiver of the requirement for formal sealed bids by the Board of County Commissioners.

The Waiver of formal sealed bids may be requested:

1. If an emergency exists which would result in a direct loss to the County or
imminent damage to public safety or health by requiring competitive bids due to
the time loss inherent in the bidding procedures.

2. |If there is only a single source for a purchase.
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3. If used items are available which would result in a substantial savings over
purchase of new items.

4. If the request is for a service contract for the maintenance, repair, or servicing of
existing facilities or equipment owned or leased by the County.

5. If quotations indicate that the item may be purchased for a price, which is less
than the price if purchased through State Contract as, provided by Chapter 287,
Florida Statutes.

6. If the product is available from the State Department of Corrections Non-Profit
Corporation for Correctional Work Programs organized under Chapter 946,
Florida Statutes.

b. For Bid Waivers on items of $25,000.00 or more, a Department Director shall
prepare and submit to the Purchasing Department a memorandum requesting the
waiver, stating the reason for such waiver and detailing the facts, circumstances, and
conditions for the waiver. The memorandum must be signed by the Department
Director.

c. After receipt and review, the Purchasing Department will recommend either to
approve or to disapprove the request for a bid waiver.

1. If approval is recommended, the request will be submitted to the County
Administrator via an agenda request to the Board of County Commissioners.

2. If disapproval is recommended, the request will be returned to the Requesting
Department.

3. Any dispute between the Purchasing Department and the Requesting
Department shall be resolved by the County Administrator.

d. The County Administrator shall submit all recommended bid waiver requests to the
Board of County Commissioners for their consideration.

e. If the bid waiver request is approved by a majority of Board of County
Commissioners present at a regular or special meeting, the Purchasing Department
may proceed to acquire the requested items or services. If rejected, the item shall
be advertised for sealed bids.

5.6 EXEMPT PURCHASES OF $25,000.00 OR MORE

Certain purchases, even if $25,000.00 or more, shall be exempted from the requirement
for Formal Sealed Bids approved by the Board of County Commissioners.

a. These exempt purchases are as follows:

1. Intergovernmental Purchases among County Departments.

2. Intergovernmental Purchases from other government agencies.

3. The purchase of petroleum products and utility services, including but not limited
to water and sewer, electric, telephone, etc.

4. The purchase of items under State Contract, General Services Administration
Contract pursuant to Chapter 287, Florida Statutes, once approved by the Board
during the budgetary process.

5. The acquisition of Professional Services acquired in accordance with Section 10.
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6. Purchases relating to computer hardware and software shall be at the discretion
of the Board of County Commissioners.

(@)

7. (@

(b)

(b)

(€)

The Board recommends that all purchases relating to hardware and
software, regardless of amount, be done by the formal quote process.

Purchase of Library books, educational and/or personnel tests, similar
audio/visual materials, periodicals, printed library cards and;

Professional services and in instances where authorized by the Purchasing
Director where commodities or services are purchased directly from the
owner of a copyright or patent, a governmental agency, a recognized
educational institution, or where there are no other identifiable sources
available.

Goods, equipment and services acquired through the Request for
Qualifications procedure described in Section 7 of this Manual.

For such exempt purchases described above, except for items one and
three, a Department will prepare a REQUISITION form and submit it to the
Purchasing Department.

1. Section 6 of this manual governs the preparation and submission of the

REQUISITION form.

2. Section 6.3(a)(5) of the manual governs the authorization of such forms.

After receipt and review, the Purchasing Department will complete the
purchase requested for the selected vendor.

PURCHASE OF GOODS, EQUIPMENT, AND CONTRACTUAL SERVICES FROM

OTHER GOVERNMENTAL BIDS

Goods, equipment, and contractual services may be purchased from other governmental
and agency bids without additional competitive bidding as long as:

a.

C.

The bid documents and selection procedures used by the other government or
agency are consistent with the County’s purchasing regulations and permit other
governments to purchase from the bid; and,

The purchase is approved by the Board of County Commissioners for St. Lucie
County which approval, at the discretion of the Board, may require an inter local
agreement with the other government or agency; and

The contract procedure set forth in Section 8 in this Manual is followed.

PURCHASE AWARD PROCEDURE

After a vendor has been selected for a purchase, the Requesting Department will
complete the award process.

a. The Requesting Department will notify the selected vendor of the award of the
purchase.
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When a Contract is required or desired for the purchase, the contract procedure
outlined in Section 8 of this manual will be followed.

When a Contract is not required, the Purchasing Department will rely on the
Purchase Order Document as the general contracting mechanism.

The Requesting Department will conclude the details of the purchase with the vendor
and issue instructions pertaining to it.

The Purchasing Department will prepare a PURCHASE ORDER for the purchase as
provided in Section 12 of this manual.
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SECTION 6 - REQUISITION PROCEDURE

REQUISITION FORM

The REQUISITION form shall serve as a request for all purchases. In addition, the
REQUISITION form will be used to initiate the entry of all purchasing transactions into
the County's Financial Records.

There are two (2) forms of REQUISITIONS: Manual and Computer Generated. The
Manual Form is used with the multi-part REQUISITION. The COMPUTER
GENERATED REQUISITION, is wused with the INTERNAL REQUISITION
AUTHORIZATION FORM which will be used as the data entry document to generate the
COMPUTERIZED REQUISITION. The INTERNAL REQUISITION AUTHORIZATION
FORM, with the appropriate authorized signature, will be attached by the originating
department to the returned COMPUTER GENERATED REQUISITION.

REQUISITION PREPARATION

A REQUISITION form for a Department must be prepared by an authorized
Requisitioner for the Department.

a. All Department Directors should designate one or more employees as authorized
Requisitioners with authority to prepare REQUISITION forms for the Department.

b. The Authorized Requisitioner shall prepare a REQUISITION form by typing a 4-part
manual REQUISITION FORM and completing all appropriate portions of the form. If
considered Computer Generated, refer to Section 6.1 and (The Requisition
Processing System Manual available from Automated Services.) The following shall
apply to both types of REQUISITION FORMS:

1. All entries, except signatures, must be typed or printed in ink to avoid errors in
processing.

2. Blank, Internal Requisition Authorization Forms available from the Purchasing
Department.

c. In preparing the form, the Requisitioner must determine that his or her Department
has adequate funds budgeted to pay for any item requisitioned.

d. In preparing a REQUISITION FORM, the Requisitioner will:
1. Identify item(s) or service(s) to be ordered, and the estimated cost.

2. Review the Department's financial reports to self-audit for availability of Funds in
the account to be charged.

3. Prepare a Line-to-Line Transfer Request if the Department has funds available in
a different account and forward to the Office of Management & Budget for review
and processing.

6.3 ELECTRONIC REQUISITION AUTHORIZATION

All ELECTRONIC REQUISITION FORMS submitted by a Department to the Purchasing
Department must be authorized by the appropriate level County Official.
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The appropriate levels of authorization are as follows:

1. For purchases that require a Purchase Order under $499.99 — any "Authorized”
Requisitioner for the Requesting Department.

2. For purchases of $500.00 to $4,999.99 - the Division Manager or approved
designee.

3. For purchases of $5,000.00 to $9,999.99 - the Department Director or approved
designee.

4. For purchases of $10,000.00 to $24,999.99 - the County Administrator or
approved designee.

5. For purchases of $25,000.00 or more - the Department Director or approved
designee, and the County Administrator certifying the approval of the Board of
County Commissioners and showing the date of approval.

6. For exempt purchases of $25,000.00 or more - the Department Director or
approved designee, and the County Administrator certifying that the Board has
deemed it exempt under Section 5.6 of this manual.

The authorization by a Department Director will indicate to the Purchasing
Department that the Authorizing Official is attesting to the availability of funds for the
purchase and to the accuracy of all entries on the ELECTRONIC REQUISITION
form.

The authorization for an ELECTRONIC REQUISITION form must be given at the
lowest appropriate level as designated in Section 6.3(a) above, but need not be
given by a higher level. Authorization may be given at a higher level if the higher
level official is one initiating the ELECTRONIC REQUISITION form.

The authorization level required on an ELECTRONIC REQUISITION form will be
based upon the estimated total cost of the purchase. |If the actual cost of the
purchase exceeds the estimate and exceeds the level of authorization given, the
form will be returned for the appropriate higher-level authorization prior to ordering
the requested items or service.

An authorization must be given by affixing the signature of the Authorizing Official to
the form.

To establish or revoke Requisition "Authorization” for any employee, a SIGNATURE
AUTHORIZATION form must be completed and submitted to the Purchasing
Department for each employee.

1. Requisition Authorization must be renewed at least annually.

2. The form must show the signature and title of the authorized employee.

3. Any Special Authorization for the employee must be indicated on the form.

4. The authorization for any Departmental Employee must be signed by the
Department Director, and for a Department Director by the County Administrator.
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Each Department must have a minimum of 2 authorized Requisitioner for all levels of
requisitions at any time, thus designating a permanent record of an authorized individual
in the absence of the Department Director. In the case of absence of both people, then
a signature authorization form shall be circulated.

6.4 REQUISITION SUBMISSION

After preparation and authorization, a hard copy REQUISITION form must be submitted to
the Purchasing Department for all purchases exceeding $7,500.

a. A copy of the form should be retained by the Department submitting it.

b. To facilitate fiscal year end close out, no electronic requisitions may be submitted by
a Department during the last 15 days of the fiscal year except for Emergency
Purchases. The actual cutoff date will be established by the Purchasing Department
each year. All departments will be notified.

c. The Department may enter in the appropriate box on the form any unique internal
code number as its own reference number.

REQUISITION REVIEW

Upon receipt of a REQUISITION form, the Purchasing Department will review the form
to determine proper preparation and authorization.

The Purchasing Department will return, to the submitting Department, any
REQUISITION form that is:

- Incomplete,

- Unauthorized,

- Authorized by an unauthorized person,

- Involves a pre-purchase or other violation of County policies or procedures.

a. The annual budget approved by the Board of County Commissioners is the Board's
authorization for all purchases of capital equipment and improvements, and therefore
permission to advertise for purchases is granted at time of budget approval.

b. The proper authorization as provided in Section 6.3 is the Purchasing Department's
authorization to process the requisition and make a purchase.

c. All after-the-fact requisitions must be authorized by the County Administrator.
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SECTION 7 - VENDOR SELECTION

INFORMAL QUOTATIONS

Informal quotations are used only for purchases of items or services under $7,500.

a.

b.

Informal quotations may be obtained by the Purchasing Department.
Informal quotations may be obtained by telephone, or in person or in writing.

In soliciting informal quotations, the Department should encourage competition by
contacting as many vendors as possible. Utmost care must be taken, however, to
insure that vendors are given exactly the same information and that prices are not
disclosed from one vendor to another.

For all purchases, the Purchasing Director or designee shall make the determination
of the "most responsive bidder."

For purposes of this section, "most responsive bidder" shall be the Bidder whose
proposal is determined to be most advantageous to the County taking into
consideration:

1. The price,

2. The capability, integrity and reliability of the bidder to assure good faith
performance,

3. Any evaluation factors supplied by the Requesting Department and Purchasing
Department to the Bidder.

FORMAL QUOTATIONS

Formal quotations shall be used for purchases of items or services from $7,500 to
$24,999.00 or when bidding requirements have been waived or exe